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POLICY: .01a The tape recording of conversat ions, meet ings, or
hear ings is intended to preserve an account ing of
act ivi t ies or proceedings to protect the r ights of  a l l
part ies.

EMPLOYMENT ACTIONS:

Tape Recording .01b It is  permissib le to tape record formal meet ings and
hearings involv ing employment act ions that are
required in the Laboratory’s gr ievance,
discip l inary,  medical termination, and reduct ion-in-
force processes.  Al l  part ies must be made aware
that a proceeding is being tape recorded for the
purpose noted in .01a.

Provisions .01c All  other conversat ions or d iscussions related to
employment act ions may be tape recorded only
under the fol lowing provisions:

All  part ies have been informed of the purpose
of the recording,

Its permissible uses,

Where the recording is to be maintained,

The right of access to the recording,

The Laboratory ’s author ity  to maintain records
of personnel matters,

Al l  part ies voluntar i ly consent in wri t ing, and

Documentat ion is made of the receipt of the
information descr ibed above.

NOTE:   Managers,  supervisors, or employees
intending to make use of the provis ions as
outl ined in .01c must contact the Employee
Relat ions Section of  the Employee Relat ions
Group (HRD-1) for advice and approved
procedures.

.02 Deleted.

.03 Deleted.  See .01b.
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PROHIBITED ACTS: .04 Laboratory pol icy prohibi ts the secret tape
recording of any employment- or business-related
conversat ion,  discussion, meet ing,  or hear ing.
Violations of this pol icy must be reported to the
Personnel Secur i ty Section of the Computer and
Information Securi ty Group (OS-4).

.05 Deleted.  See .01c.

EXCEPTIONS: .06 No except ion may be made to th is pol icy without
the express approval of the Director or designee.

DISCIPLINE: .07 Failure to comply with th is pol icy may result in
discip l inary act ion up to and including terminat ion
of employment.


